
?%' APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY AIR(3~,"ES AND OF STATE HISTOR' ' v g  RECCRJS WNAGEMENT DIV1S:CN 

INSTRUCTICNS: See Pur cation No. 76-RM-1 for inmucrions on completing this form. Forward signed original to 
Depanment of Archives and History. Records Manasemant Division, 330 Capitol Avenue. Atlanta. twrgu. 303Yr. r Attention: Schsduling Sonion. 

FORAGENCYUSE 

Aw4lCmon O.a 

ApIiaucn Nu- 

1. &any Addnu FOR RECCRDS MANAGEMENT USE 1 Ga. Department of Cc----"--- 
Facilities Division 
Inmate Affairs Section 
2 Martin Luther King Jr. Dr.. ,East Tower %%-R-$iv.d Ra compimd 

86-q 
- 

GA 30334 

v Uorking T i e  T d ~ h o ~  Number 
Susan Davis Records Management Officer 656-5561 

3. Action Hequemd 
1. Q Embtim Retention Schaduls; m a d  will amtinus m accurnulam. 
b 0 D i m r e  of plesent accumuinion; no furrher wnrrnuhrion anticipated. 
I e d  Amend A%ca?ioO No. 
4. h r  of snii 
Earlies btest 

OlsdrOnc: 9 Chawc: 0 Suoerceds: 0 Void 
I Remrds Soria Title Ifoli& by tide uwd in off& if drfferen tl 

Inmate Correspondence 
Glr 1972 I Present 1 Monthly Summary Report File 
6. DivLiDn ud Qffia Fuilction what is ttM function of the Division and th. Office in which this  record series ir mated7 

.~ 
The Inmate Affairs Seftion'handles all complaints, grievances, and correspondence 
generated by the inmate population. The section investigates and assists in the. 
resolutio?n of inmate problems and ensures the availability of formal channels of 
communication and conflict resolution. 

-\\ I 

7. R o d  Suia Description This fils contains the following & w m a  (Nu& form numbasand tides, if any): 
Attach sampler of thr fib. 

generated by state inmates per month, listed by institution. 
h m n f s r ~ l a t i n g t o :  Recording the number of complaints, grievances and correspondence 

lndudcdam: Monthly summary report listing total number of grievances, disciplinary 
appeals, life endangerment charges, medical complaints and general correspondence 

\ 
* from state inmates. 



mpy of th. sari-? 

1. Rnmtlon Rquinnuntr  The following requirm Uu series m b kept: 

yasn. d Adiipriod y e m i  ~LsaQ-Lm . 

c h d n . l h w  wars. f. Federal Rtsntion inmuCtioM V a n .  

.~ 

b !%MI of timitarion m t; Administrative need -war* 

1 .~ . .  
Q . a m  of l aw Q reguktions. Explain dminirmtivc nerd. 

. ,  e.Needed for reference until Quarterly Report to the Board of Corrections is compiled. ' ' 

a.These reports provide a hlstory Of the number of grievances filed durinn sDecified Deriods 
I _  

The Department Of law 
event charEes are filed relatine to 

a four-yeaT retention period for these records in the 

12 -4 Dbparition Inmu;rlOnr This W e y  -- off at th. end of d: 
- 


